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Complete all of the required fields, which are noted with a red asterisk. Best practice is to 
add SSN for all dependents if you have them.



IMPORTANT – After you have added your dependent, be sure the blue box next to 
the dependent is checked to add them to coverage, then click “Save”. 



If you are enrolled in the HD1 or 
HD2 you will be auto enrolled 
into the Health Saving Account, 
you may elect an additional 
contribution. If you are enrolled 
in the EPO1 or EPO2 you may 
enroll in the Healthcare FSA. 
You cannot elect both.

For the Health Saving Account or Flexible Spending Account, you can elect the per pay 
period amount or the annual amount you would like withheld. Click “Save”.



Group Term Life Insurance is an Employer Paid benefit that requires a 
Beneficiary.  You MUST add a Beneficiary to complete your enrollment.

Click the Plus (+) sign to add a beneficiary. Once 
you add a beneficiary, they will display here for 
all plans requiring a beneficiary, then select the 
type of beneficiary. 



Click “Continue”.

Complete all of the required fields, which 
are noted with a red asterisk.  Click “Ok”.

Select the benefit percentage (must equal 
100%), add any Secondary Beneficiaries 
(optional) and click “Save”.  



If you wish to elect Spouse or Child coverage, you must elect Employee Voluntary Life. 
Evidence Of Insurability will be required for amounts over the Guaranteed Issue.  

Select the coverage amount.  
Then click the Plus (+) sign to 
add your beneficiary and Select 
the benefit percentage.  
Click “Save”.



Click “Enroll” for the 
Supplemental Benefit(s) you’d 
like to enroll in.  

Make you selections, then Click 
“Confirm and Continue”. 

Then click “Save”. 



Once you have completed your enrollment, scroll 
to the bottom of the page and click “Review and 
Sign”.  You can also Save and Complete Later; 
however this will not Submit your enrollment.

Review your elections, if everything is correct, 
click “Submit”.



A Confirmation screen will display, It is HIGHLY RECOMMENDED that you 
SAVE a copy of your 2025 Benefits Statement. If an error occurs after 
enrollment, you will be asked to provide your Benefits Statement. Errors 
cannot be corrected without this documentation.



If you decide after you submit your open enrollment elections to make additional 
changes, you can do so until Open Enrollment ends on November 18th. To access the 
Open Enrollment, Click the “Menu” Icon.

Select the “Benefits” tab, then “Change Open Enrollment”.
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